Republic of the Philippines
Bepartment of Education

L DIGOS CITY DIVISION
Office of the Schools Division Superintendent

DIVISION MEMQRANDUM
OSDS-2025-

To : Assistant Schools Division Superintendent
Division Chiefs and Unit Heads
Education Program Supervisors
Public Schools District Supervisors
Public Elementary and Secondary School Heads
Division Teaching and Non-Teaching Personnel
All Others Concerned

Subject : RE-ANNOUNCEMENT AND ANNOUNCEMENT OF VACANT
POSITIONS FOR NON-TEACHING POSITIONS
Date October 24, 2025

This Office re-announces and announces the acceptance of applications for
various non-teaching positions in the Schools Division Office of Digos City. The
qualification standards are as follows:

‘ VACANCY QUALIFICATION STANDARDS

\ POSITION TITLE EDUCATION | TRAINING | EXPERIENC ELIGIBILITY

| E

|

| ADMINISTRATIVE Bachelor's None None Career Service

| OFFICER IV degree required required (Professional)/Secon
l (ADMINISTRATIVE | relevant to d Level Eligibility

| OFFICER 1I) the job

i

| Plantilla Item No.: OSEC-DECSB-ADOF4-750095-2014

| 8G: 15

' Monthly Salary: P40,208.00

| No. of Vacancy/ies: 1

| Place of Assignment: OFFICE OF THE SCHOOLS DIVISION SUPERINTENDENT

| JOB SUMMARY:

issuance,

storage,

maintenance and

e To provide technical services to the management and staff of the SDO in

relation to procurement (using alternative mode), inspection, acceptance,
inventory of material
equipment, and properties to support the efficient operations of the schools

resources,

division office in managing the delivery of quality basic education and,
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Telephone Nos.: {082) 553-8375; (082) 553-8396




.‘
|

j of office space.

e Facilitate the disposal of waste materials and unserviceable equipment to
derive economic benefit and maintain orderliness and efficient use

VACANCY QUALIFICATION STANDARDS
' POSITION TITLE EDUCATION | TRAINING | EXPERIENCE ELIGIBILITY
' LEGAL ASSISTANT | BS Legal None None Career Service
P X Management | Required Required | (Professional) Second
1 , AB Level Eligibility
| Paralegal
| Studies,
3 Law,
i Political
! Science or

other allied

courses

SG: 10

JOB SUMMARY:

Monthly Salary: P 25,586.00
No. of Vacancy/ies: 1
Place of Assignment: OFFICE OF THE SCHOOQLS DIVISION SUPERINTENDENT

Plantilla Item No.: OSEC-DECSB-LEA1-750010-2025

e To gather, examine and analyze information/facts received and conduct
investigation on cases/ matters/ issues received/ submitted/ referred to the
Schools Division Office and to provide clerical support to the Attorney III for the
effective and efficient operation of the Legal Unit.

VACANCY QUALIFICATION STANDARDS
| POSITION TITLE EDUCATION | TRAINING | EXPERIENCE ELIGIBILITY
| ADMINISTRATIVE Completion | 4 hours 1 year of Career Service
‘ ASSISTANT III of two years of relevant (Subprofessional) /Fir
! (SENIOR studies in relevant | experience st Level Eligibility
| BOOKKEEPER) college training

i&,_,___ .:E Address: Roxas cor. Lopez Jaena Street, Zone II, Digos City (8002)
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Plantilla Item No.: OSEC-DECSB-ADAS3-750327-2018
8G: 9
Monthly Salary: P 23,226.00
No. of Vacancy/ies: 1
Place of Assignment: OFFICE OF THE SCHOOLS DIVISION SUPERINTENDENT
JOB SUMMARY:
e This position shall assist in finance and administrative related services such
as accounting, budgeting and payroll processing and ensuring
efficient office operations.

Qualified applicants to the ABOVEMENTIONED POSITION shall address
their application letter to MELANIE P. ESTACIO, Ph.D, CESO VI, SCHOOLS
DIVISION SUPERINTENDENT, and submit it with the pertinent documents to the
DIVISION OFFICE - RECORDS SECTION.

Further, the application letter and following pertinent documents listed below
shall be produced in TWO SETS (2 copies each) enclosed in ONE (1) white folder with
the FOLDER TAG printed with full SURNAME, GIVEN NAME and MIDDLE NAME of
the applicants with FONT (CALIBRI 20 BOLD) for 201 File purposes, to wit:

a. Letter of intent addressed to the Head of Office;
b. Duly accomplished PDS (CS Form No. 212, Revised 2017) with Work
Experience Sheet;

¢. Photocopy of valid and updated PRC License/ID;

d. Photocopy of Certificate of Eligibility /Rating;

e. Photocopy of scholastic/academic record, such as but not limited to
Transcript of Records (TOR) and Diploma, including completion of graduate
and post-graduate units/degrees;

f. Photocopy of Certificate/s of Training;

g. Photocopy of Certificate of Employment, Contract of Service, or duly signed
Service Record;

h. Photocopy of latest appointment;

i. Photocopy of the Performance Rating in the last rating period(s) covering one

(1) year complete performance in the current/latest position prior to the
deadline of submission;

J- Checklist of Requirements and Omnibus Sworn Statement on the Certification
on the Authenticity and Veracity (CAV) of the documents submitted and Data
Privacy Consent Form pursuant to RA No. 10173 (Data Privacy Act of 2012),
using the attached form (Annex C or you may download the file on this link:

(https://bit.ly/omnibus2025 DO7), notarized by the authorized official,;
and

k. Other documents as may be required by the HRMPSB for comparative
assessment, including but not limited to:

1. Means of Verification (MOVs) showing Outstanding Accomplishments,
Application of Education, and Application of Learning and Development
reckoned from the date of last issuance of appointment; and

2. Photocopy of the Performance Rating obtained from the relevant work
experience, if Performance Rating in Item 20(i) is not relevant to the
position to be filled, if applicable; and

’% ?} Address: Roxas cor. Lopez Jaena Street, Zone lI, Digos City (8002)
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l. Submit the soft copy of your list of trainings using this format
https://bit.ly/TrainingsFormat and send to this email
“hr.digoscity@deped.gov.ph”

m. Screenshot of the submitted online application from the filled-up DepEd Digos
City Job Application Form.

Applicants are required to fill out the electronic microsoft form upon
submission of application documents. Please see Facebook page post to access
the application link.

All submission must be EAR-TAGGED for ease in the evaluation /review
of the documents.

Applicants who failed to submit complete mandatory documents (items
a to j) on the set deadline indicated in the official memorandum shall not be
included in the pool of official applicants. However, non-submission of the
additional documentary requirements or those that may be required by the HRMPSB
{item k) does not exclude them from the pool of official applicants.

The Human Resource Management Personnel Selection Board of this office
shall deliberate the applicant’s documents pursuant to D.O. No. 007, series of 2023
(see attached Enclosure No. 5 to D.O. No. 007, s. 2023). A Division Memorandum
will be issued for the names of the applicants who will qualify for the interview. Such
memorandum will be posted in the DepEd Digos City website
{(www.depeddigoscity.org). At the same time, qualified applicants will be informed
through e-mail and/or text message.

Original copy of documents must be presented during the conduct of
evaluation of documents, thus, only those submitted documents will be given
corresponding points.

The deadline for the submission of the applications for interested applicants
to the Division Office - Records Section is on November 03, 2025. You may
submit to the guard during weekends and holidays who shall likewise officially
acknowledge receipt of the document.

The proposed timeline of the selection process is as follows:

Date Activities Personnel Involved Mode
October 24, 2025- Submission of Applicants Face-to-
November 03, 2025 application documents Records Section Face
November 04, 2025 Forwarding the SDS Personnel Face-to-
transmittal of all AO IV- HRMO I Face
application documents HRMPSB
to HRMO for pre- Secretariat
assessment of the
documents
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| November 05, 2025- Conduct of initial AO IV-HRMO II Face-to-
| November 19, 2025 evaluation based on the | HRMPSB Face
| CSC minimum Secretariat
i Qualification Standards | HR personnel
(QS)
| November 20, 2025 Issuance of letter for HRMPSB Secretariat | Online
g: qualified and disqualified & Face-
applicants to-Face
November 20, 2025- Issuance of AO IV- HRMO II Online
November 24, 2025 memorandum on the SDS
conduct of written
examination, open
assessment, and
interview of applicants
- November 25, 2025- Conduct of written HRMPSB Face-to-
examination, open HRMPSB Secretariat | Face

' November 26, 2025

assessment, and
interview of applicants

This Office allows anyone within or outside DepEd to apply for a position,
irrespective of age, sex, sexual orientation, gender identity and expression, civil
status, disability, religion, ethnicity, and political beliefs.

Widest dissemination of this Memorandum is earnestly desired.

OSDS/ADMIN /HR/ bpp

CIO, PhD, CESO VI

meLan{E7e gyre
Schools Ditdsion Superintendenﬁ I

Address: Roxas cor. Lopez Jaena Street, Zone I, Digos City (8002)
Telephone Nos.: {082) 553-8375; (082) 553-8396




Annex C
CHECKLIST OF REQUIREMENTS

Name of Applicant: Application Code:
Position Applied For:
Office of the Position Applied For:
Contact Numb

Religion:
Ethnicity:
Person with Disability: Yes ( ) No { ) Solo
Parent: Yes () No ()

Verification
SS;atqs of (To be filled-out by the HRMO/HR
ubmission a/sub committee)
Basic Documentary Requirement (To b-ﬁ"-d{:m' Stat?s: of
by the applicant s
ubmission Remarks
Check if submitted) (Theck if complied)

Letter of intent addressed to the Head of Office, or to the highest human resource
officer designated by the Head of Office

b Duly accomplished Personal Data Sheet (PDS)
" | (CSForm No. 212, Revised 2017) and Work Experience Sheet, if applicable

c. | Photocopy of valid and updated PRC License/ID, if applicable

d. | Photocopy of Certificate of Eligibility/Report of Rating. if applicable

Photocopy of scholastic/academic record such as but not limited to Transcript of
e. | Records (TOR) and Diploma, including completion of graduate and post-graduate
units/degrees, if available

f | Photocopy of Certificate/s of Training, if applicable

Photocopy of Certificate of Employment, Contract of Service, or duly signed
B | Service Record, whichever is/are applicable
h

h. Photocopy of latest appointment, if applicable
i Photocopy of the Performance Ratings in the last rating period(s) covering one (1)
" | year performance prior to the assessment, if applicable

Checlklist of Requirements and Omnibus Sworn Statement on the Certification on
j. | the Authenticity and Veracity (CAV) of the documents submitted and Data Privacy
Consent Form {Annex C)

k. | Other documents as may be required for comparative assessment:

Means of Verification (MOVs) showing Outstanding Accomplishments, Application
of Education, and Application of Learning and Development reckoned from the
date of last issuance of appointment

Photocopy of Performance Rating obtained from the relevant work experience, if
performance rating in item (i) is not relevant to the position to be filled

| | Submit the soft copy of your Hlst of trainings using this format
https://bitly /TrainingsFormat and send to this email
"hr.digoscity@deped.gov.ph”

M- | Screenshot of the automated e-mail response from the filled-up DepEd Digos City job
Application Form

Attested:

Human Resource Management Officer
OMNIBUS SWORN STATEMENT

CERTIFICATION OF AUTHENTICITY AND VERACITY
I hereby certify that all information above are true and correct, and of my personal knowledge and belief, and the documents submitted herewith are
original and/or certified true copies thereof.

DATA PRIVACY CONSENT

I hereby grant the Department of Education the right to collect and process my personal information as stated above, for purposes relevant to the
recruitment, selection, and placement of personnel of the Department and for purposes of compliance with the laws, rules, and regulations being
implemented by the Civil Service Commission.

Name and Signature of Applicant

Subscribed and sworn to before me this day of year

; Person Administering Oath

in consonance with Republic Act No. 8792 or the "Elecironic Commerce Act of 20007, (¢)electronic doruments shall have the legal effect, validity or enforceability as any other document or legal
writing and a) (w}here the law requires a document to be in writing, that requirement is met by an electronic document if the said clectronic document maintains its integrity and reliability
and can be authenticaled so as 1o be usable for subsequent reference
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NON TEACHING POSITIONS

4 Bducation imits wod/or degre ricwart W the position 10 be filled,
excending the wininum qualificalion rgiilremests as defined in the CSC

approved Q8

b Twaintag houry relevent to the position o be filed, owoeeding the minimam
qualification requircments a3 defined I the CSC-approved OS, acquired

quaLcatian requircments as defined in the CC-approved OF;

faned yl”l.:! (1) year
or 12 months performance cuerent o previous tion
relevnt 10 the poatiian fo be filled; Ao el

. vt adier Mo toat
‘Eli%!ftﬂé

H
& Application of Learalng and Development [LAD) noquired after the lnat

b, o et elog e ek amcrcis

2 The polnt wystem for evaliative assesament is detalled in Table 1. Points
axugned W each critetion shell vary fom cne sdlary moge 10 ancther, ghving
i?o.“azraﬂ.lﬂ“l.!l!lvﬂ.l“"l Potcntiat 65 putnua]

y 5
Wil Bxperiance (20 potmis) than the other critoria. Similarty, Chiel postions (30-24)
3 und

‘!Fmﬂ!‘i;gl Posenual (20 peims),

Exprrience (15 points)
Tablo 1. Point Gystem for Evalustive Assessment: Non-Teaching Positions
—— “ e
f.lﬁ wiv | mies | @w
ol P [y ooy
vl -
. Education s | s
[ Trainiy - L
y ==y n_ | = |
o Prroramnce 10 _ » © | m
+. Outiaoding b =)
_ocounplishesast = 5
1 Appliestion of Eduetion . w0 |
& Application of LAD B *° 0 | 0
Potentia) (Weitton Tast.
1), Wark Saceple Test i ol "
Tows 100 100 0 | wo |
Page1ot18
Table 3. Rebrics for of Polata for Edusatton, Tralaing, asd
Experience
S Ndien | Mwats | Twaiag | Expiees
oo T
e i BT
Tocmme T 5 | B Gmam
e R [ — ‘ . "
o =y e LI AN
e G amr— 5 .
1 r———t ¥ b 1 33 “
tmcremante | cer—cs e
B =T T~ Ml
T o] T o
B = P SRR S
Beparioion 30 peb | e ol e BRI 0
- g e C2 )
=) 2 | I
 y—— Av—
ocrsmmats " lmemets | Dwnee s
T R W e M
(e s Vo iawman
92 1039 wnd 80 IT I § e e ek o |
ot § et l!m.-”._l [+ " Moiante | 1
Rt 18 patn ez e I P
o
| e U
o o .,. = 4 J—— |
e gu Co =1 W
— % se— S
T e R R
Sapariemen: 1§ s s e L2 | e |
s | 4 (Fo—t | @
r—| 2 L2 e |
; et e srmerats
Level and Sudny Songe: 86 1.9 [fon-Oenam frviors) -
udiication Suandada per o8
e g s
Thaining eusr of reéeant tramg
Enporience: 1 yoar of reevant exprience
e date of HIMITE assessment/ Open Runking Syvtem. October 03, 2032
Pagn 20118

B

TS wrstet

uaing the Incrementy Tuble (Tabie Za. 2.b, 2.0} snd the Kubrics for Computation of
Polnts for ETE (Tabie 3). Only those qualifications that are relevant (0 the poaliion o
filiod shall be given points.
‘Table 2.a. [nerements Table - Ednoation
Dacrement ] Rangs
Lovel = -
r— i Wi s et B .
F=r By ks N 1 R ol b 8 1
. Ll )
. i s Bk G 5 1 L 8 s o Sl
gl T o s i g
Bt Do .l-l..d“.ﬂr!,.l..l!l[n
s s v he gl .Ir-.su..l.u..ru:ul,.l.rl
amers e
st i o .I.l:cn..rlr“.l‘lll.
ety L s 0 o e e i
Vs G 7 M Dome
5 U s e o g, 8 s i e s g,
—p s g
e L
e B et 4 ot Uk s
et e E i s | o o U
r— - s ot
g A S e e
B e 4 s B
- e
e e T h e g
g
s ol v LDl
T s o s e
Nuvou'n apes o s oviors Do
N Doy ooy e o vy et
e i Wamar g =
P il Lo 5t i i e
v o = Doy
e ¥ B
e T
s il b s et ins w-_ﬂn:lll R
s o s e i e _..J!ln.!llr.,i..‘_!
145 e e o it e 8ty vt i
e s v e e s W VO
S x ey
e o+ Dertr
P N e
—
-

determine the baseiine level for compyting the polnts ETE using
Incresments Table as shown in Tuble 24, 25, and 2.¢.
.
ahas
e e
e T _!&!i it'lll‘ 3

|
|
i
5
§
|

u ;
e applicant's actual qualification level and the correspooding level of the
miniriium (amoline} Q8 requirement of the pasition o be Alled.

Only qualifications that are relevant 1o Lhe pasition to be fitled and which
exceed the nnimum (baseline) QS requirements of the postton shail ba
ihven points in the of

Bustrotive exomple:

Campratition of wrcrasments bivaeid on st Eduntion quabification of Applirart A:

Comgraatran of Incremants bumed < actuol Trasmy quakfiaton of Appoea &
R ratd e e
20T | b ot PR e S S e
PO Ay T b e o e Sy e o
I paampte T —

2.
-
el =
T Tt e it et
Pl e e R e e v
R e R e e T
T (7 1 SR 90 b b P e 1 e i ot
B T
e
Py

Tekis 3 b buersasancs Tohle  Traimomy ok 3o lmerements Tobie - Bupectence
Tesrement Bangy lasmeat Fasge
vk From ™ —— P T iy
1 L N i & ll - T
0 [ e i : = (ST .
[ e P ]
i ke e W[ - L e .
e [ —w - s Sk § e 1
s e s ¥ e - 'Ll.f
S — -t .n" G i
o
= o o W S E..l.m.l. |
s s o e M Ll -
—._ Tk o {
b v 7 —— Irl L
Yean s ey B iy Lt b § e
vere T S e - s v——n
oy
- . -vllq -
- oms wm W5a - o e 5 o
Sl
1 . - — & i e * e
. e, 4
- e = B
i i -
g e
B o o 8 - e and
v omen ot e - o,
Vboiin il 585 S w— e
Lo e s e g o~ . S -
Pyt
e = e g 1 70ms
Wil i 1 e A o e
.k e il
e B L el o e W s
[y
8 e i iy 8 b e il
- T v 20 by -I:l_ i’"!
3 . o
Rl G 0 Py ........:.ﬁ!
T e i ....f......l
= o o o i
S 58 o
- = -
. - o -
Fege 3ol 18

[Bustrine mL
Using the. fur the 500 Servaces) as shoun In Tabls
andd Banrd @ B wenSer of inctemmts aarmed Jy Agpliowm! A the camputation of
pinta for E75 o w8 aicace:
{ o it ot | ot s
R ¥ e a4 Com— o Pt Bt
t— D e |
el e T ST T PR —
e | ey —_—
bR A - N RS A (A
e e | T b %
P e A
Prere= — — ey
AR ] pery =
R T - )
e e
W i ]
| e | S
= =7
——r
s | e .
T
]l‘,‘l‘l Lo
E=bag

A Meetlng e minimum fesckoc OB requircments (o7 Edwcation.
il Experience shak oe given zero (0) polnt,

. The following gracral guidetings ahall be observed i iving correnponding.
points (o refevwnt Bducation, Training, nsd Bxperience qualificasons .

i Hdacation wnits and or degrecs in muityple or different magors:
be points on. basie, provided. that
(he KPS and/or drgrocs carmed are relevant W the positios appiicd




g ty, oot for positions (at invelve practics of prodesion
guﬂlll.-l-.

1. Cousistvar with Legal Education Board (LEB) Resulution No. 406, 5.
2019, Bacholor of Laws (LLB.} or Justs Doctor (1.0 undte andfor
by

law schools recognisod the LES
yi"!.‘f‘n&lll-_z!!lll
equtvaient 1o prolesslonal dactorate unite/degrees in other noo-law
academic disciplines for purposes of gving ponts, except fr

"sll#ﬁ !"??55-

g o
£ Soeued oy L. ey
Relevani treinlng bours earned from digltal/virtual/online loaming
vy be conedered, subject o the conditions jcscrihed In CSC
Mogmoradum Olrcular (MC) Ko, 3, 3. 2021 (Gensral (hddeSnes on
Digtvsly Ondirwe Lasarning (n the Fublic Sector).

v. Relevang mee gained from. part-thne wotk of st least four (4]
Bour per day tmy be considerod; provided, that the approprists
Qartificarr of Employment. la sutinitiod withs details on the actaal
oumbisr of Lo resdered. Far purposes of giving points, the acnths

of years of revant expecence submitied shall be tansauted e the
aquivalent Bronhs of yrars of experience based an fhe CC-required
cAght @0 honic per day wockday.

W felevent Bxperience gained from abroad or outside the Phikppines
Ay b cotskdered provided that the pplicant submits @ Contificate
of “Those written in
Innguages other than English or PIipino shall be acoompanisd by a
compleie Englinh tranataron.

Apgiicably provisions undes Rule VIll Part 1 15 IV of the CSC ORAOHRA

8
shail apply tn the & ppweciation of !E}E i

be Died shall be used for purpascs of gving polnts ©F perbrsance.
. Pesttiens with experience requiremamt Appilants w postions cus
require experienoe mst submil NEW porformance MLNNg/s covering o
[1) yone prrfcmance in (b cocrent aad previous job or position. tha is
reievant Lo the position to be filied. Camputation of poicts for performance
el he s Bolkown:
-----
Catmtive exgmpies
frenisJRS Hl!lltl.lﬂl
le-mmpmy s.mres o, ey
e
Pt e eas

Par honor graduates covercd by Presidental Docree (PD) 907 titled,
rubric shall spply.

Bumna o Lo 29 rebese

Moot Copm Lansde 3 roante

L LT
Applicants with work experience, who axc applylng © cotry lovel positions
or positions with pe cperience requirement based on S, must submit
latest performance ming/s covering oae (1) yor performance (o the
cunrut ar previous Job of position. The computation supuiated i Rem 4l

a

- [
cficiency 1 npertion, ncroascd produrtian. improved working standasds, and /o

Notianad Fechnical Working Grovgs (TWOW |

- |

Remouron Bpeatsuraivys | Learning Facilieation |
The painta aliocation in Tatde S shat serve as the MaTiRUM oF Celing Ppoints that
may be earncd lor cach componcut The palnts camed from cach component ar
10 encond the weight aliocation for Outstanding Accosiishrcsts e stpulated in

Potntagmprmance = 5/5 * WAnpemencn
_s.l-.

5 Highent Fenaible PR in Doplid RFMS
!. = cht Albesion o Fefermonce
10 potnts for el Serviewes: 20 oinva for Othar Orougs of Malons/ Salary Grdes)
Mysvunve amamples.
I s RIS et
= i pec R L
4% Pt
e [+
P * 4O 10 - TID Pty e e = 4 35E -
. internal app ticants
The perforrasnce rating required for iniernal applicants shull e U ratlog
drzived from the Results-Based Performance Management Systom (RPMS)
Indsvidual Pecformance Comemitment and Review (IPCR) Form obtained
from the appiicant's carrent or previous job or position that s relevant w

the poeition 10 be Sied.
However, as & mandatory requirement, the appboant shall also be required
1o submit @ performance rating of 4t ioust Very Satistacrory (V8] in the last
rating period prior © e date of asscesmEnt & SCrEETING except for
promotion from first lo wecond lrvel entry positions whese U required
porformance rating is st least Sutsfciory
3 official ar empluyer who is on officlal ieave of absence, for roasons such
s maternity leave, ocnl or Greign scholambip, taimng grant, or other
CSC-mithorieed afficial Jeaves, may be conkidered for proiotion. tn such
cance, & perfonmance tating in (he laat rating period prior w the leave of
absence shall be requind
The performence miing prior to the reclassification of the position shall be

- riting in the position for purpaves
promotion, f appEcable.
2 External appHoants
Por external upplicants whase performance fs meawared Using a five [5)-
level adjoctival performumnce ruting scale, the midpolat valus of the RPMS
rating (Table 4) cquivalent to the adjectival rating shall Le used as the
applicants performance rating (xi The Cectificate of Rating must be
supported with the Performance Evaluation Tool,

Page

proasotion ahall be considered eligibie to be given polnia.

?E}goiﬁujn;xﬁflg
Bt (3 o o maral Serios it 4 18 PO B s ot
EEE.B.?»E!:&.&
position/salary gende).
The detalls of sach of Including the
§§!§’3§5:¥!
- ;l{'ggi citations o commendations,

academic of intcr-achool awands, or cutstanding employce awards.

The fallowing MOVa and rubirice shall be used in determining pelnts for

_Muinber of Cltations Polotnimms
Thave 3 ac mese ietiern of citation 4 2oints
Twy (3 leteers of citation 3 ponts
Ome (1] letter of chation 2 peinta
9.2, Academic or Inter-School Awards. This shall apply only (o applicants
with 1o or leas than one (1) yoar work experience fo.g., fresh graduaics).
Avennis and Recoguinion.

af

A Amademic or inter achool mward; or
iggiiggiﬂ

B
e
Top 10 'I_R lllisﬁ.
Rubrics:
Wamber of Awards B
A lemal thron (3) momdcme or interachoel | 4 pomnen
Al o TOSE Awant ar Tog 10 10
Dosrd, C8 Cagilit: Examinstion
A lemst rem () acmdemic or oty -school T pans
awrds
At lnast ome (1] scademiic or intor-achaol 2 paiate
awnrt
.1 Outsanding Enployes Awand. This shall apply 1 applicants with
previous work cxporience, or those applying (o positions with experience
requirement.
Pogr 10/ 28

Table 4, Midpalnt Value of the RFME Ratiog
-3 =
3 50 a9 945
L Ixe3em e
oL/ Tws
Minstratus example

Vacunt peation
o e g
mrae e sy e o e o
B g o e g vy
- e
s LB
Por cxicinal applicants whoss perfwmance i meaaure] using ofber
oumerionl or edjectival reting aratems with scales that nre not siygaed with
f’.n}i“nt!!is-!i-
comprrmtic o the caMtiog ubrics of ke RIME.
External applicat /s 10 Vecant positians with experience roquirement shall
!inl'lhﬁj-?lﬁil‘!’l!rsl:z
o e posliion to be filled. of performince rating/s for amy
reason gets & sero scace fhr Performance criverion. No proxy measure shall
be cansidered in the absence of the applicable periormance rating.

b Positioas with mo erperience reguirement. Apphcamts to posttions that
0 not require pevioud expeToRce ohst submit the board exmmination of
Caveer Servicr Bighbllity retlnga. oy Genenn] Services posttions that 3o not
huve Figiiliy reguireosent, the General Weighted Average (OWA, in the.
higbest acnderic /grals level comed ahll be required. The HRMPSE must
develop & wystem that wamumites the OWA 1o @ porceotage scalc.
Computation of powts for peribrmance shafl be as fnflows

PR i premnney * 2/ 10Q * W Aerar e
Where!
ae Beo
WA = Wnight Allwvation for Performsnos
(10 peinie for poinis fir Othver Ciroups.
Poged
Meany of verification.
A fmance, memotandum or doctment showing the Criteria
n.vngi -
B Cerificate of Recognition/ Merft.
Rubrics:
Leved [ T ——
Orgensgenione Lesed Search or figher + paint
Laeal Office: Semech 2 pointn.
National Lesed Soareh or Frghts 4 pointa

¥ cl.__ﬁ-l...l T

| Natlomal Lovel Search or Higher 4 polnts

.. . Reyonal Offos Beard: 2 ponnts.

A Fem

h}.ﬂl—\ﬂ-ﬂlilln" P
Divisioa Provinchl, Cuty Levet Search 2 poiata
!Lliﬂ’:lilii 4 points
School, Muciagall ) [iwiric) Lavel Search u_1|i
Fo multiple awiids rrodved from e same award giving body and/or
mwwrd category that are conducted in series or progressive manner, only
the highestlevel wwand shall be conaidertd (e.g, NSPC witinihg cosch at the
division, regional, national level). Siadlarly, caly the highest award shal) be
SYoH PSS ln cnets where appticanty subanit multiple wwands from
differont wwand giving bedios
An applicant to & Genersl Services position who has presented Letter/ s of
ndfot Emplayes Award, shall
given polowm besed on either Category 8.1 (Citation or Commendation) or
Categary 8.3 (DwWMANing Emplayee Award), whichever s higher
b Mesearch and Innowation
Meaas of ecication:
A Propesed duly approved by the Head of Office or the designated
Research Committes per DO No. 200
B Accumplishiment Report verifled by the Head of Office
€. Cemification of arGization of the liusovalion of rescarch, within
the achool /office duly wigned by the Head of Office
. Certifiendon of ndoprio of the innovatiun or rescarch by
ascther schoot/aflice duly sigricd by the Head of Offior
Prool of eitatian by other pescarchers (whose study/resenrch in
Ukewise apgroved by authorieed body) of the concept/s
deveioped in the rescarch.
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B ﬁﬁgﬂi A paioty. ey iam appl 1o their their
| MOV Gubmitved [ ——— ooy = 1 pont units ot teirve/s camed, such as but not limited © applicd concepts, procosses,
.»....n»u & e #‘l-lrl..tll. ll.l.q_.r.{l-l T and akills that Arc relcvant (o the position o be filled. Polnts shall be gven t on
[ADCAE 4 rotom gé&ﬁ_}ng fei- applitan! wha hus succcsstilly applicd the learnings gained (mm sel higher
m!h»u.u-n $ v lﬂgi Vi - wdncation urite or degree/s eamed. The application of education must have led to
jomits mbeguhlp o Mighe 4 oy ‘wignificant positive results in the applicant’s current or previous work.
ooty A _ gt Sebol Munezip il | Dertrivn Spoakeraiy Lpeot e o
o Positions wifh experlence requiremant. Apphication of education is the
!%EEEE;EIEEK NEAP Acersdited Learning Pucitedor. This shall npply 10 spplicents contributions mide by the sppicant to their warkqiaces s & result of thetr
divided hy the mumber of guthers/reseazchers fodicated i the who bave been gven accreditarion s Leaming Paciittator by the National Inarnings from cheir aducation degrees or units eamned, such as but oot
oupyTight page. Educwiar Acadery of the Philippines (NEAF). Fﬁsii‘g,ilﬂi.ﬁiisi
(3 #;ixétii!; Means of vericanion: e Tt
whall spply to harve Boen ctosen and Teguesied o Use Highax  pre shall be given to applicaton educition
ggsﬁbhé)!‘algsiléi A Certficute of Recognition a4 Lesrning Fucditator issued by ghﬂ?%ﬁ!ﬁngaigsh
sk soumida en outoome in the nagional lovel. This ey chade bt Dot NEAP egiozal Office ‘position 1o be lied.
Lmred 1o the development wnd/or valldetion of Camework, models, Cerufieate of Recogrition as Learning Faclitaor issusd by
[policies, and jearning matenials. Bubject matter xpertise of memberaip in NILAP Central Office Relevant tntervention is Jdescribod as the intervention that is directly
NTWGe ar Commitices mesi, however, he relevamt 1 the position being spplicable to the functional wnit where the poattion applied for is lodged.
applice for In order w be gven paints. Rubrics: An intervention is described to De applicabie if It can be used i the
- oprrations of the hunctiunal unit based 0n its offioc mandates in the officiel
Bean of verification: Teval i oy s
— Faltmg e | %Esﬂ&iignoaﬂfﬁaisizng
suasce or Memorandum chowiig the membesship i NTWG Accredited National Transr potnte .
6 Conuntig: Asareditad Regiona) T point If the intervention made by the applicant does not meet the criferia © be
g-&élE.ﬂ_ o Ralewant, ther said intervention shall be considered and be givenm
. Outpat/ L4 PEd. [ —— correnponding polnts using the rubrics far Not Relevant
Stubrics:
B N i\llﬁ“ Gﬁl!m&ililai.ﬂ.ln;?a Maina of verilication:
Ellﬁ.:-.-..l.l. .ull..ll_ll iusﬁ.l%t!h-“hm.-.?l!.rﬂuﬂl%{ifi. Actlon Plan approved by the Head of Office
CniyA G i porens b Pt Accomplishment Keport verifid by the Head of Ofice
miatanting dctomplishments Foinis Ny . Certification of the utilisation /aloption signed by the Head of
bt Hemarke Office:
Bevwarce Speakershlp | Learning Pacificstion. This sbell apply to | e
appiicants who have bren requested and invited 1o share their kiowiedge Aveeta 8nd Mangniton. ! i Rubrics:
and expertize on apedific subject maticr/s. This may rechude apphicanis Cuiarcivg bmpleyes Asrard 2013 11 500 Vioan | 3poby | Sut i MY
wha nervod a3 8 Newowes Sprelecr. Resource Porson, Trainer, and/or Sy {oagtesi Vs ssbatandy 7 P bbbl WOTe okt L e
Leirng Pacliiace @ tecinkm, tmining prograsms,  cocterences, by o ot 1. B
cusmvend jon, cungrees, Ihouns, loatning action cells (LAC) sessions, etc. ety iy 1 Shants
Onintaratong Kinpliypsw At 2016 in Regeon & o poorts Crediiad wl...w; -. | =
Maans of verification (All listed MOVs shall e sutsonlited): Doryrinte i asbeiod . . ) : o i
Rrevuras Bpeakerahipiearming Pacifiinss
Q:w_ilc.{l Leatning Fautmate L] Net powite die Pouitions with no experirmes requirement. Apgilicants to positions that do
‘narmncs | Memorandum /lavication  Training Matix S018 Ao e S 500 e B0 novstibratasion :2.8_._.;.1"_. Wik Caperience must s Kl.nui i the highest
Certificat -y Ctay fecusrest 1 the Ppoctfuie; no MOV mubmitied o raqirest MOV codeinio/grade level eamed as evidenced by Transcript of Recoods,
bk B s Cortiflcutn of Recogltion 43 Loaming Fouiliatet In 1 patnt Ovetieet Certificute of OWA/Diplawma/ Special Order from the Commission an Highes
Rubrice 2017 Anovwol i dov't Gengorae in SDO Vigam Education [CHED) or other certifications. The HRMPSR milst develop & wstem
i Cry (comitem MUV it that .Eu!rz_-_ scale iponts b
I-III.“II‘I_. e et ot ol i fnr 4 i A Oty Kyl A et 2016 ‘Apptication of Bducesion ahiall be as follows:
O ancomtumeial Lwvet Seankavehiy, or figher A oty 1) pns for B Rewcurvs Spekaraiip in 3017 Hossewr, sare (0] 0f no paint ia
{*ED}“‘.‘ o ll-'ii‘aEE ggg i ll requined MOVA
fwen cuatae.
A rent Ll o et b o o et
S L e S oy R
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8. Potestial. Potential refers tu the capacity and ability of an applicant Patotive avampln:
Potnts. = x/100 * wa, assume the duties and responatbilities of the position to be flled. and thaove higher .
positions that are more technical in nature. It may be measured through any or all agr
Where: of the foliowing: TOthan g of pomsima Sy Goslams
wsn!-:uiﬁn}s?. ot of Bdcion Componant Polmtar st ke
16 patects for Ofher Grosspe of Poituma Solsry Grades) Written Examinatons Wi A, 5 potn | Pt a5
Skilis &7 Work Semgle Testa 8/ WET) 1o omis Potmizen
Bohavicasral Fyonts Intervicw (BEI]
Riustratiow exzmple: in case the abowe memsures are not applicable to -N.:u-._ 10 General Services © Behaviowral Events Interview () refers w Lhe conduct of dircce inguiry
positions, (he HRMPSS may design other ovaluafive AsscAAmEnt slrategies that sre with the applicant, focusing an thelr diapisy of dentied behavivur/s when
s prraion uppropoat and specific for them in order W asseas thelr potential, provided that i subjected (o apecific sltuations ar conditions in thelr provious andfor cusveat
i follows the ceiling points (55 pointsl sel in Table 1. %ﬂmﬂwvgn!.igﬁaﬂg‘!g‘n&nlg
NN S o sty Blicy Dviedy pesformance. Tt uses the STAR (Situation-Taak-Action-Resulth) approach fo
w-anrs u Written Examinetion refers w0 the standardized examinauon which Eii!!gﬁu:is;s?i
W= (0 Enﬁ“g Eﬁiﬁ&ﬂluﬂﬁ -...u__xk! present idcas, EREEB:.- E%iﬂ”iﬁl ._.I!.h u«ullwhul-..o
v Judgment leaderahip ability of the applicant. teat and evaluation ectual Sitiations in which the applicant acted; the Tasic/v
iy el S B TS IO AMY rubrics appeoprisic to the position to be Allod must be developed by subject ai_.h.s ved; the Actions that the unnpas!.-i.ri % of theee.
matter experts as requested by the HKMPSE. Subject manier axpans rofr 1o actions. The BET may be used (o asscss the following areas:
individuala intcrnal or external to the offic where Lhe vacancy exists, or to
. jhiﬂh%iiaiw.ﬂh the Department, ..Eial.:i!i_a! the mpecific competencies | Aptitude. The REI shall be used to aysess the applicant’s potental or
PIONTER) BRCoMe Josm wIBw Tmourcs dewlopenent rexjuited by the position 1 their capacity and ability to sasume the duties of the positior: 1o be
echetiom (une] e byt apytomic shdcks anan ok im0 sgheai filiad &nd those higher posirions that are more rechnical in nams.
ponthe RIS OF IOV i Charactaristios or traft 18 sball be used T gauge Gher refevant
Higher premium shall be given 10 an application of LAD or intervesijon made by Pointeum = x/100 * WiAma | nspects such ns the appliconts psychalogioal and soclal well bring.
the appllcant that Is relevant and applicable o the position ¢ be Siflad. The definition i E:l._:-ﬂ.ﬂhl!llux"rltisﬁigg
of pefevant inberention as wti d in her fo) of thix Order shall apply. i, Location Orgaisational
a8 stipulate oy appty. .u.mll.ll-lﬁsvﬂﬁi!?;‘iaisn_. Other areas Vet may be identified by the HRMPSH,
Mcans of verification: " Wiight Slentilin
14 poiiu for Other Qroups of Posiions/ Salary Oraden)
d:isag?sgﬁv}!-r&iggi
A Centificate of iy or Certifinntion an any apphicable LD cefling points that may be n-an.a!-ulrll..?nul.ﬁﬂ.!sbl
Eaiiﬂinlltl‘nli.lg ki ar y total patats for BE
Development Pan (IDP); for external applicarts, s cerificasim
Miustrasive 2 (IRMPSE shall determine the arcas relevant to the positian 10 e
from HR suating that the LD ltervention s ligned with the e ) fedd and. ..!Ea-sﬂnnﬁ‘nng&lunll!i!lln
core 1k of the Appicant in thelr camment of previous poattion R y—— points for BEL
ahall be required;
B. Action Flan/Reentry Action Plan (REAP)/Job Embedided 1Other Greugss +f pasitons/ Sshury Orutdea -
Learning 41E4)/ mpact Project applying the loarrings from the
LAD tmtervention dore /sttended, doly approved by the Head of b
€. Accomplshment Report rogether with w Genemi Certification Potntoy = 83100~ § = 4.35
that the LAD ot the
Joca! level:
. Acoomplishment Keport togrther with a Geooml Certification v'ﬂ.-l(nltiﬂ!.-iingsﬁ,n!ung
ihat the LAD intervention. wes used/adopted by a different 10 evaluate the applicution of walls reicvant t0 the requiresnent of the
office at the local/higher koeel. position 10 be filled. The test and evaluation rubrica must be designed by
Subject marter cXpects & foqicatod by the HRMPS dopanding on the ope
Rubrics: of wkills test requircd by the position to be filied.
.
Polntany = x/100 * WhAgwan
AL WO
Gab A RS = Wharw;
Oed ABY = Scare/ noting in the 5/ WST in perceniage soale
WA = Waight ABlocuion for S/ WT'
(40 poinis jor Other Groups of Positions/ Saleyy Grades)
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